ARTICLE EXPRESS

FAX REQUEST FORM
INSTRUCTIONS

Requestsfor three articles can be placed on each FAX Request Form. Pleasefollow theinstructions
bel ow when completing thisform.

1.

2.

Date of Request - Enter the date that the request isbeing sent.

| dentification of Requester - Enter Librarian’sname, name of Library, city/town, the FAX
telephonenumber, and thetelephonewherethe Librarian can bereached. Itissuggested that
youtypeinal thisinformation onamaster and then make photocopiesfromit. Thisalleviates
the necessity of writing inthisinformation eachtimearequest issent.

ArticleCitation - For each article requested, the following information must be provided

PERIODICAL TITLE - Nameof the Periodical

DATE - Month, Day and Year of theissue of the periodical which containsthe requested
aticle

PAGE(S) - Thepage(s) thearticleisonintheissue of the periodical. Note- NOT thelength
of the article but the exact page(s) wherethethe article appears. If the periodical
index only providesthefirst page number followedin parenthesesby thetotal number
of pages, providethis informationinthe sameformat ontheform.

TITLE OF ARTICLE - Enter completetitleof thearticle. Sometimesthe subject heading
assigned to an articleislisted hereinstead of thetitle. Thismay occur when astudent has
completed theform. Itisimportant tolist thetitle.

Thefollowinginformation isnot mandatory but will prove helpful inlocating the requested
articleif thedate, pagesand/or title of thearticleareincorrect.

Vol. and No. - Enter the volume and the number of theissue of the periodical

Author (s) of Article- Enter theauthor(s) of the article



Additiond Information

Patron- (Optional) Thisisfor the use of therequesting library. The name of the patron or
student who requested the article may be placed in thisspace.

Send ViaE-Mail - If alibrary would like atext copy of an article sent viae-mail, thisbox
should be checked and thelibrary's e-mail address entered. Please note: Not all
copiesof articlescan besent inthisformat. If anarticle cannot besent viae-mail, it
will besent viaFAX.

Send ViaVan -For thoselibrariesreceiving van service, if thearticleislengthy, or alarge
quantity of articlesarebeing requested a onetime, therequesting library may choseto
receivethe copiesof thearticleviathevan delivery service. Thelibrary may wishto
consider this option when the patron isgoing to pickup the copiesof thearticlesthe
next day and thelibrary receivesavan delivery servicethenext day. Thisisoptiona
and therequesting library makesthischoice.

Total Number of Pages Being Sent - Please indicate the total number of pages (i.e. the
number of request formsand not the number of articlesthat arebeing requested) that arebeing
transmitted at onetime. Thisshould be placed inthe space provided in thelower right hand
corner of theform.

TransmissionsProblems- If therequesting library has problems sending or receiving FAX
transmissions, please call the Circulation Desk at the State Library (271-2616)



